Waynesboro Mennonite School
Teacher Preparation Information 
(This list was designed specifically for the 1st/2nd grade teacher, but can be helpful for any teacher.)
Summer-

· Be thinking about how you want your classroom to work.

· Plan room décor for the year:  bulletin boards, wall décor, birthday chart, Book-it motivators, day counter, etc. 

· Get names and birthdays of all students (This will be on the application form when you receive it)
· Think of motivational ideas to help students accomplish daily goals.

· Make any motivational charts.

· Have a discipline plan for recurring problems—do this under the direction of the school’s policy on discipline
2 weeks before school beginning-

· Begin making the bulletin boards, room decorations, charts, etc.  if it hasn’t been done yet.

· With help of other teachers, take books out of boxes.  Check invoices with books for accuracy.  Make new orders if necessary.

· Organize library.  Decide when you will allow students to check out books.

· Get writing tablets for Grade 2 so they all have the same kind.   

1 ½  to 1 week before
· Type first several weeks of Bible memory, classroom rules & procedures, daily classroom schedule, discipline plan, etc. 

· Label desks, cubbyholes, and coat racks with student’s names

· Pull/cut all tests and quizzes for in files

· Grade 1

· Language

· Letters and Sounds

· Writing

· CLE Learning to Read and Math (quizzes in back of Math books)

· Grade 2

· Writing 2 tests are in the back of their book

· Language 2 has four certificates to pull in the back of the books

· Make new manila file folders for incoming students for completed tests

· File all pulled papers

· CLE books go in bottom drawer of file cabinet. 

· Know where reading books are – high shelf in office. Get down the ones you need for school’s beginning.
· Cover new teacher’s books/students text books in higher grades with contact paper.  

· Fill in gradebook – label each subject graded

· Put “peekers” down to mark desk positions
· Do students need a box beside their desk for books?  Boxes are on top shelf in Room 1 closet.

· Make daily lesson plans

· Remind parents of 1st graders that the school needs their application forms and immunization papers before school starts.

Day before- 

· Write necessary work on board

· Have a place on boards for all 2nd grade Seatwork.

· Have Seatwork slips copied (copy enough for several days) for grade 2 with work they need to do highlighted

· Get flashcards, teaching aids, etc. out of closet in Room 1.  

· Have several coloring/cut out pages for grade 1 to do in extra time.  You will need to have plenty of extra worksheets for the first graders for the first several weeks of school.  Keep them occupied!!!
WMS Open House-

· Collect work from parents whose children had summer school 

Day 1

· Students should write their names inside front covers of all books
· Greet students – show them where to place lunch boxes, bags, how to place books in boxes by desks, etc. Keep in mind that the first graders need to be told about everything.  This is totally new for them.  

End of school
· Sort flashcards, charts, etc. and put back in the closet

· Print final report cards

· Complete permanent records (new ones are in boxes in the cubby holes in office)

· Throw old tests away

· Send copies of your gradebook files to the principal
· Send copies of your class’s end of the year program to principal

· Place teacher’s books back on shelves in office, put away chalk, markers, etc.  

· At school program, take CAT test for parents to see if this was not done previously. 

· Do any students need to have summer work?  Prepare and give out what needs to be worked on. 

· Take preschool books and application forms for NEXT year’s kindergarteners.

· Make sure families new to the school have a WMS Handbook.

A few additional thoughts from Kendall:

· Before the year begins, make a week-long schedule showing how your classes are organized 

· Create syllabus for each class that you are going to teach that lists the objectives, requirements, procedures, and grading criteria for each class (I use these to introduce the classes to the students and it helps them to know what to expect, but I also find this very helpful for me as a teacher) I’ll attach an example

· Make charts or schedules for chapel, lunch time, recess, and cleaning jobs

· Keep all of your notes, schedules, charts, and everything else saved and well-organized on a computer so that they can be easily used again in the future
